
LIPM

WORKSHOP

T Travel Logistics And International Protocol Management TLIPM Workshop: 

This examines  everyday challenges in the delivery of corporate functions and the 
facilitation of travels and logistics for protocol officers.

Target Audience: Protocol Officers,  Transport and logistics officials and Secretaries, public 
affairs, event planner, travel manager and logistics officer.

NiGAVNiGAV
Travels, Protocols 

And Consular 

Matters (TPCM) 

Combine Annual International Protocol Conference and Protocol 
Facilitation and Passenger Support Service Workshop
The Annual International Protocol Conference (IPOC) and Protocol Facilitation and Passenger 
Support Service Workshop aimed at improving mutual understanding of diverse corporate ethics 
that governs today's global business environment and how seamless travel facilitation can help in 
the national quest on the ease of doing business in Nigeria.

IPOC 

Dates/Places
 15-19 June 2026

NIGAV Centre Lagos 
Duration: 5 Days 

CIPP

  Regional Integration Programme

Airport Protocol And Passenger Support Services Explained:
This training is to set the ground for understanding of PSS and to boost air travel confidence. This 
meeting offers opportunity for the airport protocols service to be reviewed through lecture led 

BESPOKE 
Dates/Places

  FCIINT 
Duration: 

Chief Protocol Officer Standard Diplomatic and State Practice Course
This course is designed to provide a standard understanding of the principle of Vienna Convention 
on Diplomatic Relations of 1961 that creates  the framework for diplomatic relations between 
independent countries. This foundation course helps the protocol officers or the staff employed 
into core protocol functions to be introduced into the concept of states matters and the necessary 
order of engagement and ceremonial, behaviour of etiquette, rules of courteousness in society, 
and respect for precedence.

Dates/Places
  TBD

Sheraton Deira 
Duration: 5 Days 

Chief Protocol Officer

Standard Diplomatic 

and State Practice 

Strategic Protocol and Internal Administrative Communication
This hybrid programme provides Protocol, Personal, Administrative  and Executive  assistants 
with the training that empowers them with the knowledge  of internal communication strategies 
for delivery protocol and corporate administration support duties  efficiently.

INTERNATIONAL DIPLOMACY, PROTOCOL,  AND TRAVEL FACILITATION COURSE 

Changing dynamics of international relation requires that protocol officers who provide planning 
support for companies and establishment stay updated with global trends and understand the act 
of diplomacy for multilateral facilitation. The city MUNICH present a rich history of diplomacy and 
the Airport offer good example in travel facilitation which this course to  address the challenges 
raised by rapid changing terrain of the travel and international trade and diplomacy. 

Africa Protocol And Diplomacy Conference  APDC  
Diplomacy Course 
APDC is an annual Africa Regional Conference for the promotion of protocol and regional 
integration. The conference helps to  improve  knowledge and understanding of the ethics of 
protocol profession in today's globalized   environment and  the power of diplomacy in bridge 

Dates/Places
  16-20  Nov 2026 

Kigali Riwanda
Duration: 5 Days 

  International Programme:

IDPTF
COURSE 

Protocol And  Corporate Social Responsibility
This workshop is delivered as bespoke and specially planned  to help protocol officers to begin to 
appreciate their functions in a CSR prpgramme. The workshop include travel facilitation and 
management of events. 

Airport Protocol

and Passenger  

Support Services (PSS)

PCSR

BESPOKE 
Dates/Places

  FCIINT 
Duration: 

Dates/Places
  25-27 November 

2026
 Calabar/Lagos

Dates/Places
  5-9 October 2026
NIGAV Centre Lagos  

Duration: 5 Days 

Dates/Places

  7 - 11 Sept 
2026

Munich Germany

Dates/Places
  07-11 Dec 2026

London 
Duration: 5 Days 

CENTRE FOR PROTOCOL 

PROFESSION DEVELOPMENT 

CPPD

CIPP

INTERNATIONAL
F.C.I

RC. 339628 LIMITED.

Centre for Technical Development www.fciint.net

NIGAV Center

Murtala Mohammed International 

Airport  Road Ikeja Lagos

+2341453984 +2348033296108,

 info@fciint.net
www.protocolconference.com

Fee: N350,000

Fee: N300,000

Fee: N350,000

Fee: $2,5000

Fee: $3,5000

Fee: GBP3,8000

Fee: $3,5000

Travels, Protocols And Consular Matters (TPCM) Foundation And 
Revalidation  
The course addresses the three primary subjects of concern to Protocol and Passages officers, 
Travel planners, and logistics officers for both local and inter-border operations.  It is 
designed to enable protocol field operatives to address issues that impact the daily delivery 
of protocol assistance and exchange services. This course provides a solid foundation for new 

CPPD CALENDAR 2026
  Local And Bespoke Programmes

APDC  



NiGAVNiGAV
www. nigav.com 
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CPPD
Africa
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www.fciint.com 

Dear Colleagues,

Welcome to the Centre for Protocol Professional Development (CPPD).

CPPD is a network of professionals and training specialists in protocol, diplomacy, trade facilitation, public relations, 
media, travel logistics, and international event management.

CPPD programmes are rooted in 25 years of manpower development and capacity building research at the parent 
company, F.C.I International Limited, and its partners worldwide. They provide training and support services to well over 
1,000 delegates annually across more than 120 organisations.

The Centre hosts the Council for International Protocol Professionals, the largest group of protocol professionals in 
Africa, which conducts an annual International Protocol Officers' Conference (IPOC). Details are available at 
www.protocolconference.com. The conference is held at the NIGAV Centre, Murtala Muhammed International Airport, 
Ikeja, Lagos.

This brochure includes course data sheets covering virtual training, local courses, international conferences and workshops, 
offshore affiliate courses, bespoke programmes, and continuous professional development initiatives. CPPD offers courses, 
masterclass workshops, research studies, seminars, and exhibitions to enhance skills and support career growth for 
protocol officers.

We invite you to join us in training.

Director of International Programmes
Fortune Idu
08033296108
www.protocolconference.com
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Course Duration

5 Training Days
Day 1:  Arrival & Registration 

Introductory Class
 01.00pm-04.00pm 

Day 2-3: Lecture Led Facilitation 
  09.00am-04.00pm 

Day 4: Practical Class 
  09.00am-04.00pm 

Day 5:  Course Summary 
and Certification 

  09.00am-02.00pm  

Course Administration: 

The course will feature lectures, discussions, studies and syndicate group presentation by specialist lecturers 
including serving officers who are knowledgeable in current issues related to new media platforms.

Target Audience: 

Protocol Officers,  Transport and logistics officials and Secretaries, public affairs, event planner, travel manager 
and logistics officer.

Certification: 
Certificate is awarded to successful participants on completion of the course.

www.fciint.net

This course is aimed at addressing the challenges raised by rapid changing terrain of the travel 
matters from travel node selection to the ever changing visa requirements. It is delivered in three 
sessions; Travel, Protocol and consular to help protocol officer's, travel assistants and Logistics officers 
effectively offer the duties of travel facilitation.  

Sessions

   Travel: 
This will cover from airport facilities, travel booking to airlines services as they affect passengers 
experience. Speakers from the airport, airlines and travel booking platform will speak on various 
subjects.

   Airport Protocol: 
This is to allow delegates to appreciate the underpinning factors behind various types of airport 
passengers support services offered at various airports. It enable delegates to understand what 
airport protocol service should be and it limitations.  Travel protocols and good inter-boarder ethics.   

   Consular matters: 
Serving immigration and diplomatic officers will speaker on current issues relating to visas, business 
permit, quotas and residency.

Final Course Objective 

At the end of the course delegates should be able to 

   Develop and delivers travel planning 
   Handle visa applications 
   Prepare diplomatic mission appointment 
   Understand  precedence in managing government affairs
   Appreciate diplomatic  protocols. 

NiGAVNiGAV

Travels, 

Protocols 

And Consular 

Matters (TPCM) 
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Airport Protocol 

and Passenger Support Services 

Explained

Overview

These short workshop sessions help delegates understand the Airport Protocol Operations and 

Passenger Support Services (PSS)offered at the airport to help facilitate seamless travel. These 

allow delegates to appreciate the underpinning factors behind various types of airport PSS. It 

unveils how airport management develops and runs added-value services, from meet-and-greet to 

pre-departure lounge services, to enhance airport users' travel experience. 

Delivery

The training is delivered as bespoke, tailored to the specification of the intended delegation, to 

help address the specific interests of the protocol or travel logistics department. 

The course will feature lectures, discussions, studies, and syndicate group presentations by 

specialist lecturers, including serving officers knowledgeable in current issues related to new 

media platforms.

Who Should Attend

A mixed class of attendees is acceptable in this

 programme, covering Protocol Officers, Transport

 and logistics officials and Secretaries, public affairs,

 event planners, travel managers, and logistics officers.

Sessions

The course is divided into two sessions. 

  Pre-Departure 

This will cover understanding how airport facilities and procedure services are designed to 

enhance the experience of passengers before boarding. Speakers from the airport, airlines, and 

travel booking platforms will speak on various subjects.

  Arrival Management 

This includes services that cover meet-and-greet, visa on arrival, luggage clearance, post-arrival 

management, security, and safety. It also enables delegates to understand what airport protocol 

service should be, its limitations, travel protocols, and good inter-boarder ethics.

Certification: 

Certificate is awarded to successful participants on completion of the course.   

Course Duration

3Training Days
Day 1:  Arrival & Registration 

Introductory Class
 01.00pm-04.00pm 

Day 2: Lecture Led Facilitation 
  09.00am-04.00pm 

Day 3: Practical Class 
  09.00am-04.00pm 



International Protocol 

1. The History of Protocol and Foundation of Etiquette

This gives historic background of the evolvement of protocol from unwritten rules, basic 

human understanding of courtesy, etiquette and ceremonial orders seen today as 

protocol procedures.  

2. Introduction to Vienna Convention on Diplomatic Relations (1961)

This gives in-depth understanding of international treaty that defines the framework for 

diplomatic relations between independent countries with specific privileges enjoyed by 

the diplomatic missions and their limitation.

International Diplomatic 

Protocol and Ai Intervention

(IDPAi)  Workshop

Overview
This course is designed to provide a  standard understanding of the principle of the Vienna Convention on 

Diplomatic Relations of 1961 that provides the framework for diplomatic relations between independent 

countries. This foundation course helps the protocol officers or the staff employed into core protocol functions 

to be introduced into the concept of states matters and the necessary order of engagement and ceremonial, 

behaviour of etiquette, rules of courteousness in society, and respect for precedence.

Who should attend? 

This provides the foundation training for new protocol officers and progression for intermediate-level officers 

who  have been employed into the function of providing protocol services or anyone required to interact with 

diplomatic missions or  high level VIP of other countries.

Course Delivery 

This comprehensive training is delivered by expert instructors with hands-on experience in protocol operations. 

This course includes lecture led exercises, field trips and practical demonstration of operational protocol with 

end of course assessment. 

Agenda
Course Duration

5 Training Days

 

AI In Office Administration

· Generative AI Tools for Office Administrators

· Streamlining of Administrative Tasks 

This describes every aspect of AI use cases in the office administration and the 

implications. It elaborates on the importance of AI in modern office environments to 

streamline office work gives insight into various aspects of the course and prepares the 

learning ground for the delegates.

Protocol Diplomatic Communication

This provides Protocol, Personal, Administrative and Executive assistants with the 

training that empowers them with the knowledge of Diplomatic communication 

strategies for delivery protocol and corporate administration support duties efficiently.  

Course outline

Day 1: 
Arrival & Registration 

Pre-Training 
Evaluation Process

   01.00pm-04.00pm

Day2: 
Introductory Class Work 

    09.00am-04.00pm

Day 3-4
Lecture Led Facilitation 
    09.00am-04.00pm

Day 5: 
Outdoor Programme

City Tour and 
Certificate Day 

    09.00am-04.00pm
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Course Administration: 

The course will feature lectures, discussions, studies and syndicate group presentation by specialist lecturers 
including serving officers who are knowledgeable in current issues related to new media platforms.

Target Audience: 

Protocol Officers,  Transport and logistics officials and Secretaries, public affairs, event planner, travel manager 
and logistics officer.

Certification: 
Certificate is awarded to successful participants on completion of the course.

www.fciint.net

This course is aimed at addressing the challenges raised by rapid changing terrain of the travel 
matters from travel node selection to the ever changing visa requirements. It is delivered in three 
sessions; Travel, Protocol and consular to help protocol officer's, travel assistants and Logistics officers 
effectively offer the duties of travel facilitation.  

Sessions

  Travel: 
This will cover from airport facilities, travel booking to airlines services as they affect passengers 
experience. Speakers from the airport, airlines and travel booking platform will speak on various 
subjects.

  Airport Protocol: 
This is to allow delegates to appreciate the underpinning factors behind various types of airport 
passengers support services offered at various airports. It enable delegates to understand what 
airport protocol service should be and it limitations.  Travel protocols and good inter-boarder ethics.   

  Consular matters: 
Serving immigration and diplomatic officers will speaker on current issues relating to visas, business 
permit, quotas and residency.

Final Course Objective 

At the end of the course delegates should be able to 

  Develop and delivers travel planning 
  Handle visa applications 
  Prepare diplomatic mission appointment 
  Understand  precedence in managing government affairs
  Appreciate diplomatic  protocols. 

NiGAVNiGAV

Travels, 

Protocols 

And Consular 

Matters (TPCM) 

Course Duration

3 Training Days
Day 1:  Arrival & Registration 

Introductory Class
 01.00pm-04.00pm 

Day 2: Lecture Led Facilitation 
  09.00am-04.00pm 

Day 3: Lecture Led Facilitation 
  09.00am-04.00pm 



Overview

This is a combined series of  short training modules  designed for protocol officers or  staff in various 
establishments who are responsible for protocol  duties, travel facilitation and company9s  events and 
meeting management. This course is aimed at addressing the challenges raised by rapid changing 
terrain of the travel and international trade and diplomacy matters.  The course  session is divided in 
three delivery areas on  subjects that are of concern to the travel planner, logistics officers, protocol and 
passages. 

CENTRE FOR PROTOCOL 

PROFESSION DEVELOPMENT 

CPPD

www.cppd.com

LIPM

WORKSHOP

T

Sessions

Travel: This will cover from airport facilities, travel booking to airlines services. Speakers from the airport, 

airlines and travel booking platform will speak on various subjects.

Protocol: This is to allow delegates to appreciate the underpinning factors behind various successes and 

failures in international and bilateral events, covering protocols and inter-boarder ethics.   

Consular: Serving immigration and diplomatic officers will speak on current issues relating to visas, business 

permit, quotas and residency.

Course Administration: 

The course will feature lectures, discussions, studies and syndicate group presentation by specialist 
lecturers including serving officers who are knowledgeable in current issues related to new media 
platforms.

Target Audience: 

Protocol Officers,  Transport and logistics officials and Secretaries, public affairs, event planner, travel 
manager and logistics officer.

Certification: 
Certificate is awarded to successful participants on completion of the course.

Travel Logistics And International 
Protocol Management TLIPM Workshop

www.fciint.net

Course Duration: 

4 Training Days

Day 1:  Arrival & Registration 
Introductory Class

 01.00pm-04.00pm 

Day 2-3: Lecture Led Facilitation 
  09.00am-04.00pm 

Day 4:  Course Summary 
and Certificate 

  09.00am-02.00pm 

Location: Nigeria 

Subjects

  Protocol -Who is a protocol officer
  Protocol -Diplomacy and Etiquette
  Travel Logistics
  Travel Planning Tools
  Itinerary
  Travel  Safety and Security
  Travel Risk Management
  Dealing with Threats
  Preparing  for International Travel
  Security
  Travel  Safety 
  Victims Of Travel Crime



Audience
Protocol Officers,  Transport and logistics officers and Secretaries, Public 
affairs, Event planners, Travel managers, CSR Staff, Customer Services Officers 
and Staff whose duties revolve around the external meeting planning.

INTERNATIONAL 
PROTOCOL OFFICERS 

CONFERENCE www.protocolconference.com

5-9 October 2026

CENTRE FOR PROTOCOL 

PROFESSION DEVELOPMENT 

CPPD

CIPP

Overview

The International Protocol Officers Conference (IPOC) is Africa's biggest annual gathering of protocol professionals. It 

brings together protocol officers from all states and sectors across Nigeria. The conference promotes the exchange of 

information, learning, professionalism, and best practices in border cooperation and travel facilitation to ensure the 

effective execution of protocol duties. It offers a platform for peer review of various protocol practices, including 

standing international orders, and discusses diplomatic and intergovernmental issues related to travel, event 

planning, corporate social responsibility, and cooperation.

Subjects 

1. Conflict resolution: Manage and resolve disputes peacefully.

2. Relationship building: Foster cooperation and trust.

3. Policy development: Inform decision-making with diverse perspectives.

4. National cohesion: Promote unity and shared identity.

Other Tracks

    Protocol Challenges
    Corporate Affairs Perceptions
    Regional Integration 
    State Protocol And Precedence

Other Tracks

    VIP Facilitation 
    Consular  and Visa Issues
    Permit and Expatriate Quota
    Travel Safety and Security

ORGANISER

F.C.I International (NIGAV Center)

Murtala Mohammed International Airport Ikeja Lagos

+2341453984 +2348033296108, info@fciint.net

DAY1: 
Arrival & Evening Cocktail

   4pm-7pm

DAY2: 
Protocol Planning 
And Management  

Course 
    09.00am-03.30pm

DAY3: 

Open Speaker Conference 
   09.00am-03.30pm

DAY 4: 

Boat Ride 
Member Days/Evening  Gala 

    09.00am-03.30pm
    5.00pm-7.30pm

DAY 5: 
Seminar 

    09.00am-12.30pm

Agenda 

PLAN AHEAD



Africa Protocol 
And Diplomacy Conference  

APDC 
APDC 2026  

Sessions Overview

1. Regional Integration and Diplomacy 

2. Interstate Travel Protocol 

3. Consular and Immigration Matters

4. Vienna Convention on Diplomatic Relations

5. Order of Precedence  

Agenda
Course Duration

5 Training Days

 Day 1: 
Arrival & Registration 

Pre-Training 
Evaluation Process

   01.00pm-04.00pm

Day2: 
Introductory Class Work 

    09.00am-04.00pm

Day 3-4
Lecture Led Facilitation 
    09.00am-04.00pm

Day 5: 
Outdoor Programme

City Tour and 
Certificate Day 

    09.00am-04.00pmAudience
Protocol Officers,  Transport and logistics officers and Secretaries, 
Public affairs, Event planners, Travel managers, CSR Staff, Customer 
Services  Officers and Staff whose duties revolve around the external 
meeting planning.

INTERNATIONAL
F.C.I

RC. 339628 LIMITED.

Centre for Technical Development www.fciint.net

NIGAV Center

Murtala Mohammed International 

Airport  Road Ikeja Lagos

+2341453984 +2348033296108,

 info@fciint.net

CENTRE FOR PROTOCOL 

PROFESSION DEVELOPMENT 

CPPD

16-20  Nov 2026 Kigali Riwanda

PLAN AHEAD
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Course Duration

5 Training Days

Day 1:  Arrival & Registration 
Introductory Class

 01.00pm-04.00pm 

Day 2-4 Lecture Led Facilitation 
  09.00am-04.00pm 

Day 5  Course Summary 
and Certificate 

  09.00am-02.00pm  

Overview

Changing dynamics of international relation requires 

that protocol officers who provide planning support 

for companies and establishment stay updated with 

global trends and understand the act of diplomacy for 

multilateral facilitation. The city MUNICH present a 

rich history of diplomacy and the Airport offer good 

example in travel facilitation which this course to  

address the challenges raised by rapid changing 

terrain of the travel and international trade and 

diplomacy. 

Subjects

  Protocol In Diplomacy
  International Relation 
  Basic Trading Principle
  Protocol -Diplomacy and Etiquette
  Travel Logistics
  Travel Planning Tools
  Itinerary
  Travel  Safety and Security
  Travel Risk Management
  Dealing with Threats
  Preparing  for International Travel

Course Administration: 

The course will feature lectures, discussions, studies and syndicate group presentation by specialist lecturers including 
serving officers who are knowledgeable in current issues related to new media platforms.

Target Audience: 

Protocol Officers,  Transport and logistics officials and Secretaries, public affairs, event planner, travel manager and 
logistics officer.

Certification: 
Certificate is awarded to successful participants on completion of the course.

www.fciint.net

INTERNATIONAL DIPLOMACY, 

PROTOCOL, EVENT AND TRAVEL FACILITATION

COURSE 

This course is a combined short training modules of diplomacy, protocol and travel facilitation designed for 

protocol officers or staff in various establishments who are responsible for protocol duties, travel facilitation 

and company's events and meeting management.  

  Travel: This will cover from airport facilities, travel booking to airlines services as they affect passengers 
experience. Speakers from the airport, airlines and travel booking platform will speak on various subjects.

  Airport Protocol: This is to allow delegates to appreciate the underpinning factors behind various types of 
airport passengers support services offered at various airports. It enable delegates to understand what airport 
protocol service should be and it limitations.  Travel protocols and good inter-boarder ethics.   

  Consular matters: Serving immigration and diplomatic officers will speaker on current issues relating to visas, 
business permit, quotas and residency.
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Course outline

1. The History of Protocol and Foundation of Etiquette
This gives historic background of the evolvement of protocol from unwritten rules, basic human 

understanding of courtesy, etiquette and ceremonial orders seen today as protocol procedures.  

2. Introduction to Vienna Convention on Diplomatic Relations (1961)
This gives in-depth understanding of international treaty that defines the framework for diplomatic 

relations between independent countries with specific privileges enjoyed by the diplomatic missions and 

their limitation.

3. Order of precedence
This introduces delegates to the general understanding of the structured hierarchy of nominal importance 

of persons as to be exercised in either government or state internal and external occasions or explanation of 

Nigeria National Order of Precedence of Public Officers and Other Persons.

4. Medal and Awards
Given details required for the context of decorations, medals and awards. The importance of titles and forms 

of address; how dignitaries should be addressed in a manner appropriate to the office they occupy 

5. Public and State Events 
This class provides detailed understanding of how public and State event are planned and managed. It also 

prepares delegates in attending or hosting event covering table planning, seating, for various types of 

occasions, receptions, official luncheons, dinners etc 

6. Protocol of Flags, Anthems and Logos
This very intrinsic part of protocol training gives insight to nation building and principles of nationality and 

the respect that must be accorded with process involving such.  Participants will learn the appropriate way 

to display country flags, laws, customer and observances, how to show proper respect during national 

anthems and determine flag and logo precedence. 

7. Public Communication and Official Writings.
This  session prepares delegates to handle official communication through writing letters both for 

invitations and the general diplomatic communications, showing the difference between formal and 

informal invitations; the proper wording used on diplomatic invitations; forms of replies and declines. 

Standard 

Diplomatic Protocol 

and State Etiquette

Overview
This course is designed to provide a  standard understanding of the principle of the Vienna Convention on 

Diplomatic Relations of 1961 that provides the framework for diplomatic relations between independent 

countries. This foundation course helps the protocol officers or the staff employed into core protocol 

functions to be introduced into the concept of states matters and the necessary order of engagement and 

ceremonial, behaviour of etiquette, rules of courteousness in society, and respect for precedence.

Who should attend? 

This provides the foundation training for new protocol officers and progression for intermediate-level officers 

who  have been employed into the function of providing protocol services or anyone required to interact with 

diplomatic missions or  high level VIP of other countries.

Course Delivery 

This comprehensive training is delivered by expert instructors with hands-on experience in protocol 

operations. This course includes lecture led exercises, field trips and practical demonstration of operational 

protocol with end of course assessment. 

www.cppd.com

Agenda

Day 1: Arrival & Registration 
Pre-Training Evaluation Process

  01.00pm-04.00pm

Day2: Introductory Class Work 
   09.00am-04.00pm

Day 3-6: Lecture Led Facilitation 
   09.00am-04.00pm

Day 7: Outdoor Programme 
   09.00am-04.00pm

Day 8: Delegate Design Day
   09.00am-04.00pm

Day 9: Delegate Delivery 
and Assessment

   09.00am-04.00pm

 Day 10: City Tour and 
Certificate Day

   09.00am-04.00pm 

Course Duration

10 Training Days

 



Overview

This hybrid programme provides Protocol, Personal, Administrative, Executive  assistants  and brand 

Managers with the training that empowers them with the knowledge  of internal  and external 

communication strategies for delivery protocol, administration  and corporate strategic promotion  

duties  efficiently.  

Participants of this programme will receive valuable tutoring that will help build the professional skills 

required for improving protocol and office administrative functions for handling confidential 

information, meeting planning and management. This training is also designed to enhance the 

knowledge required for development of concepts, planning, channels and skills for internal one to one 

communications. 

Contents 

  Internal Complaints Management.

  Communication Fundamentals and Strategy

  Protocol of Telephone Corporate Conversation.

  Emotional Intelligence

  Administrative Human Resources Fundamentals

  Leadership and Team Membership

  Management Fundamentals

Outcomes 

At the conclusion of this course, participants should be able to: 

·  Understand internal relation structure

·  Identify objectives for your internal administrative communication pattern

·  Recognise and develop your personal communication skill

·  Identify the strength and weakness of your executives 

·  Identify the best mix of channels for internal communications 

· Understand your organisations vison, mission, brand and brand identity

·  Plan and schedule your internal administrative strategy

·  Understand how to create engaging communications

· Learn practical strategies that will make you invaluable to any business

· Gain insights into how to use your personal impact and influence within the organisation

· Learn state of the art project management skills that every PA or executive assistant must 

possess

Target Competences

Protocol, Administrative Assistant, Executive Assistant, Administrative/Office Manager, Personal 
Assistant (P.A.),  Secretary/Receptionist, Desktop Designer, Data Entry Officer

www.fciint.net

Strategic 
Protocol and Internal Administrative Communication

 Training Workshop

Duration and Plan 
  5 Training Days 

Day 1: Arrival & Registration 
Pre-Training Evaluation Process

 01.00pm-04.00pm 

Day2: Introductory Class Work 
  09.00am-04.00pm 

Day 3-4: Lecture Led Facilitation 
  09.00am-04.00pm 

Day 5 Practical  City Work
Course Summary 
and Certification   

  09.00am-04.00pm 
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Booking 

Company Name: 

........................................................................................................................

Address........................................................................................................................

Telephone...........................................................................................................................

BOOKING FORM Completed form must be e-mail back to info@fciint.com as attachment.

Names of Delegates

1. 

..........................................................................................................................................

.....

2.........................................................................................................................................

..........

3.........................................................................................................................................

.......

4.........................................................................................................................................

......

5.........................................................................................................................................

..........

6.........................................................................................................................................

.........

7.........................................................................................................................................

......

Course 

RC. 339628

Fee Covers: 

Lecture Materials, Certificate, 
Tea breaks, Lunch, Transport 

For Site Visits where 
necessary. Cost does not 

cover accommodation and 
personal travel.

Dress Code:
Simple official dressing 

Note: 
All nominated delegates must 

contact our office or local 
coordinator by phone 

personally. Full attendance is 
required for a certificate and 

report.

CENTRE FOR PROTOCOL 

PROFESSION DEVELOPMENT 

CPPD

All course payment is to be 
made to 

F.C.I International Ltd
Account Name: Zenith 

Bank Plc,
Account Number: 

1010381512 Sort Code 
057150165

Allen Branch Ikeja Lagos

I ............................................................................................Mr Mrs, Ms, Chief, .....

of 

.........................................................................................................................................

will like to register as m member of  Council of International Protocol Professional

3.........................................................................................................................................

...

4.........................................................................................................................................

......

5.........................................................................................................................................

..

6........................................................................................................................................

7...........................................................................................................................

CIPP MEMBERSHIP REQUEST 

CIPP

NIGAV Expo Centre
International Airport Road by Nahco Junction
Murtala Muhammed International Ikeja Lagos Nigeria
Tel:  +234 1 4538984, 234 8033296108
234 8173296108, 234 811 774 6340
info@protocolconference.com www.protocolconference.com
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